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Importing Content into ELM

and Attaching it to a Class

This job aid will review how to import content into the ELM Content Library. It will then review how
to attach that content into the Activities section of a class.

Importing Content into ELM

First, you must upload your content files into the Content Library so that you can then attach it to

your course/class.

To import content into ELM:

1. Navigate to the sandwich bar in the top left corner of ELM. Select “Admin”, then

“Learning Admin”.

2. Click on “Manage Content” and navigate to your designated folder in the “Content

Library” .

3. Select your folder from the Production Repository

Content Player
Content Vendors

Saba Publisher

ADMIN HOME PEOPLE HR LEARNING ECOMMERCE ANALYTICS
Learning Home .
Content Library
Manage Learning Catalog
Manage Classes
Manage Categories
Manage Ecommerce
Manage Resources . i
Production Repository
Purchase Orders
Manage Assessment an Actions
Manage Content = Production
XU — a

Saba Anywhere
Manage Content Completion
Monitor Content Communica.

Registrar Desktop

Select your
folder here

Search

3| New Sub Folder
5| Edit Folder

3| Add To Interest List | My Interest List

Contents Import
Name Version |Format | Actions
SCORM =
CUIMC Learning Peckage B
Proactively SCORM
Responding_Ja... Pagkage
Proactively SCORM B
Responding to... Package
REFRESH
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This is a list of all
content in Content
Library folder.
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4. Click “Import” (on the right in blue next to the word “Contents”)

Admin / Learming / Manage Comtent / Content Library

Content Library

Production Repository 3| Mew Sub Folder

| Edit Folder

‘ I Actions %] Add To Interest List] My Interast List

= Preduction 123
I ort
Contents 3
DL Testing
! .[# Finance Courses ‘ MNama Version | Format ‘ Actions
After Effects Tips =
P moaen and Te... oo L]
[13 th H
5. The “Import Content” screen will appear
Admin / Leaming / Manage Content / Content Library
Import Content
Content Format @
aicc o
Import
Drop files here

URL
Import Details
Name™ Security Domain*
[Wame | [[columbia x a]
Player Template® Content Server*
[ Mogern3 % Q] [efoulsabs coment server x a

Additional Configuration

Mobile Device Compatibility Content Type

[ Al pevices - Responsive | [[xeaming objects ]
Author Version Number

[Cuthor | [ version Number ]

6. On the “Import Content” screen complete the following fields:
e Select Content Format

Ex: SCORM file (or the format your file is saved as)
o Select “Browse” to upload

e Type in the exact “Name” for your content

o Select the “Security Domain”
Ex: Same as Course/Class level
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Select “Player Template”
Ex: Modern 3 is recommended

From “Content Server” select “Default Saba Content Server”
Under “Mobile Device Compatibility” select “All Devices — Responsive”

Select “Content Type”
Ex: Learning Objects”

Finally, scroll to the bottom and “Save”

Attaching Web-Based Content to a Class

Now that your content has been imported into the Content Library, you must return to the class of
the Web-Based Training you created, to attach the content (otherwise known as “Activities”).

1.

N o a 0w Db

To locate the class, navigate to the sandwich bar in the top left > Admin > Learning
Admin > Manage Classes.

Type in the Class ID (preferred) or Title in the respective fields, then select Search.
Click on the class title to select the class and proceed to edit.

From the class page, navigate to the Activities tab at the top.

Select “Add Activities, then “Attach Content”.

A pop-up window will appear. e

Select “Browse” and locate the
folder your content is saved
under_ Main Expenses Relzted Info Policies Ntifications

Web-Based Class Details: How to Create a Course,#0000029498,0000051545

Alternatively, you can search for

Activities

h A Add activties that leamers can uss to camplete this class. Lsamers must complete all required activiies and the numbe of opticnal tasks specified
e conten y name, via below. You can also suggest the sequence in which the activities must be completad
I3 ”
SearCh feature. #iry changes made 1o aciities are not made availsble 1o leamer regismations andjor completed courses autmatically. To make them availzble. you must

save and publish these changes sfter you are dane.
Save and Publish

Show disabled activities Add Activities
and allow sequencing

Attach Comtent

Add Activities 'orerge Export | Modify Table

Activities
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9. Once your content is located, select “Add Activities” from the bottom.

Add Activities: Attach Content

1.5elect Content Modules 2.Add Activities

® Formal Content
O Virtual Clzss Recording

Select comtent modules to add as activities to How to Create a Cowrse

Mote: *Browse view only supports 50 contents per folder. For more please use "Search®

@ Eeamh

Production Repository

[ select  [item

= Production

- DLTEBtIng[F Idoe O Mot 3]
Importing Content into ELM]

# Finance Courses [Folder: 11, Content: 0]

# L&D [Folder: 1, Content: 5]

# MHO Test Videcs [Folder: 0, Content: 11]
* NHOQ Virtual [Folder: 0, Content: ]

# PAC Training [Folder: 16, Contert: 14]

* Pagelp [Folder: 0, Content: 1]

* PPT Course Test [Folder: 2, Content: 1]
* Recordings [Folder: 0, Content: 1]

# TalentLink Training [Folder: 0, Content: §]

# Testing [Folder: 0, Content: 19]

REFRESH || ADD ACTIVITIES || CLOSE |

Add activities: Attach Content

1.5elect Content Modules 2.Add activity details

Add sctivities for the selected modules.

Name _Activity type | Required | status | sign 0ff| Passing Score| Attempts on Content | Consider for averall score
Lower [T || I==E Unlimited Cansider for aversll
Hipaa Training Content ~ Required Enabled ~ ccore

Test

[ Use pre-test as posttest

Now, you must designate activity
details from the dropdowns on the
“Attach Content” screen.

10. Suggested selections are:

+  “Activity Type” — ex: Training Content
*  “Required” — ex: Required

+ “Status” — ex: Enabled

*  “Attempts on Content” — ex: Unlimited,
unless you want to set a Limited amount.

Finally, select “Save”.

You should now see your content listed under
the “Activities” section.

Add activities: Attach Content

1.Select Content Modules 2_Add activity details

Add activities for the selected madules.

Hame Activity type | Required | Status | Sign Bh‘l Passing Score | Attempts on Content | Consider for overall score
Low imited ~
Cas\‘:r — Unlimited Consider for overall
= | Training Content | Required ~ | ‘ Enabled ~ |
_};hpaa score
et

Note: If a course is optional,
you still must select, "Required".

[ Use pre-test as posttest

Otherwise, it will not appear as
"completed" on a learner's transcript.
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Should you ever need to edit, delete, or disable the attached content,
you will do so by selecting “Actions”.

Actions

iviti Add Activities | Change Status | Print | Export | Edit activi
Activities - " Disable Content Madule

Disable and Replace Module

Edit Comtent Module Details

Up Down | Medule Name Activity Type | Requirement | Details

Attenpts on Content Allowed: Unlimited
L] L ] TEST of Content load Training content Required Status: Enabled

11. The final step to attach content to your class is to select “Save and
Publish” from the Activities section of the class.

Main Activities Expenses Related Info Policies Notifications

Activities
Add activities that learners can use to complete this class. Learners must complete all required activities and the number of optional tasks specified
below. You can also suggest the sequence in which the activities must be completed.

Any changes made to activities are not made available to learner d andfor courses To make them available, you must
save and publish these changes after you are done.
Save and Publish

Show disabled activities IS
and allow sequencing

Add Activities | Change Status | Print | Export | Modify Table

Activities
‘ Up | Down | Module Name Activity Type | Requirement ‘ Details ‘ Actions ‘
. . Attempts on Content Allowed: Unlimited
@ @® TEST of Content load Training content Required Status: Enabled Actions
Activity Sequencing

NOTE: Activity sequencing option is applicable for all existing and new registrations.

(@ Suggested - learner need not complete previous activity before attempting the next activity in the sequence.

() Enforced - learner must complete (successfully or unsuccessfully) the previous activity before attempting the next activity in the sequence.

() Enforced with successful completion - learner must complete the pe us activity before ing the next activity in the sequence.

SAVE AND PUBLISH _

B Changes to activities and their seq have been fully published

Main Activities Expenses Related Info Paolicies Notifications.
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